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Discipline, Crime and Violence (DCV) web submission data collection application will
alow division and school level data entry. Users will log into the Single Sign-on Web
Site (SSWS) and enter DCV data for their respective division or school. The existing file
submission method will be available to division level users that choose to extract
discipline data from their division’s student information system. The second method of
collecting data with this system is a manual entry method with screens that alow data
entry directly into the Department of Education’s (DOE) database.

The finalization of this process will not change. The ownership of the data does not
become final until the end of the school year. This finalization process results in the
verification report that will be due September 2005. None of the data that is being
entered throughout the school year will be used or accessed by DOE until the final
verification report is signed by the superintendent. However, any Category | incidents
that occur will need to be reported to the Department of Education within ten days of the
incident. Pleaserefer to SUPTS MEMO NO. 51, September 24, 2004.

The division’s account manager will give users logins and passwords and appropriate
access to the application. Users will log into the SSWS application and select “ Student
Discipline” to enter DCV data.

Division file submission method

The file submission method will follow the same file format as previoudy used (See User
Guide for format). This file submission may be performed periodically according to the
desires of the division. It is suggested that periodic extractions from the divison’'s data
base collection system be made and submitted through the SSWS process to DOE so that
a checks and balance method may allow “cleaner” data. If periodic submissions are
made through the new data collection system, a reporting process is available to each
school within a division. The ownership of these reports belongs to the divisions, not
DOE. Each school may view its data for the purpose of evaluating its entries as to its
accuracy. |f any changes need to be made, they must be madein thedivision’sdata
collection system not in DOE’s. It is important for the corrections be made within the
divison's data collection system so that if periodic extractions are made from the
division’s data collection system and submitted to DOE’ s web collection system, onefile
will overwrite the other.

Manual data entry method to DOE’s Web submission data collection system

The manual data entry method involves a newly designed web collection system that
allows each division or school to enter data daily per incident. The manual data entry
method cannot be mixed with the file submission method. One file will overwrite any
data that is manually entered. The manual data entry method can be used at either the
division level or the school level. There are reporting abilities at both levels.

Different years of data

Within DOE’ s web collection system it is possible to view data from previous school
years. However, it is not possible to edit data within the existing school year.
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Manual Data Entry Method To DOE’'s Web Submission Data
Collection System

Login to the SSWS system

There are two levels of access—school level and division level. The levels of access will
depend upon the user’ s rights allocated by the division’s account manager.

Opening Screen for each type of user

All users have to select the school year they are working with on the home page:

D20) - CHARLOTTE 0 PRLE SCHE e o ol 4
# Department of [ducaten

Logged in a5 Carolm Baki

Discipline, Crime and Violence Home

Welcome to the Discipline, Crime and Violence
Reporting System

Pleage Enter the School Year you sant (o work with, This will be constait ihhough ol the application. Youw
can nanvagate thmomgh the application using {ls ks on he left nasigation har.

School Yaar: 0042005 =

Logout

hales Al previons s Dok are f rodd oty e

TheTwo User Levels:
School user level — school level users can only enter data for their respective
school and will see the following home page. Please note that the links offered for

each level of user is different.

‘ G . FSLE OF WAGHT OO PHLE SCHS
- 4N - SMITHFIELD HIGH s ) s
LA e e *’ﬁﬁﬂ?
- i Schoal Wear: 2004 - EparrmEnt mratmn

oggedin 55 fohoeolleiel
Discipline, Crime and Yislence Home

SSWS Home
Discipline Home Welcome to the Discipline, Crime and Vielence
Reporting System

Add ncigant
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Division user level — division level users can enter data for their respective

division and will see the following home page. Please note that the links offered
for each level of user is different.

Lisjgid mag .
n

L Crime znd Viokenos Mome

E3WS Hote
Diszlpline Home Welcome to the Discipline, Crime and Viclence
Add Incidant REPGI‘HI‘IQ 51."51&“1

= ppastment ol [decation

Logged in as
SEW S Home
AR dams Pirasa el detads or thii o ksent. Cheko e “AdiSebeot Studen | o b Ty e BT
Diigc' ~fine Horme [EEETETE Il Els QMR E) EI
el ban Wicident Dsisizn [n20 - CHARLOTTE COFELCSCHE |

I o=t Schosl [Balem =
B Cetense o | Splodt =

Firaiesn wiEapen
Counz |0 "

‘warean dbd T dned denl sk gt o

Reset€lear all the cpariges in the current form.
Select/Add Student will take user to add or select student to link to incident.
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Sear ch/Edit/Delete I ncident Link

At the Search/Edit/Delete Incident link the user is able to search all existing incidents. A
list of al existing/incidents will appear and the user may edit or delete them.

(11 - CIBE CHITE £ PIL C 5015
A , &
. P ey
Canie S il Ve 24 AR _...E-iﬁ'
- Pparfaent o |oenation

Le=gge-d i a%

Search Incident

SEWS Homw:

Hipawe sl The mairch cidmia In sps ch T iscidenis spporied ey This dreisns Click an e “Seach™

7Tl WA T=T0s- W artionin soerch s eidi the speciic Bokont

cidand Coda [ ] ineRant Cak wwnosere [ E
B oinentDsiaien. [Saket =
- —— [Eole =]

Shudent Id [

ShadentLant Hame: |

B3 ETE EETH

Searching for an incident will bring up alist of al existing incidents with the ability
to edit them or delete them.

e 1{13#:
g LT 2 # martap? of | decarinn

L geed i as

Fearch Incident
=aWs Home

i - Pleagn g the srarch oeia o spachdgy mcidontz mpprind by this dedsos, Cick en B "Seanch™
Discipline Home Mg REres e p P S e

Al Ini el inciant Calp | Il Crt MDYy | ﬂ

| hcideni Dsision: | Sakact

b bncidan] Schnsl |Enb:~:l 'i

| Ghudertid |

EII £
(SO0 C I DL Toca| Mhamibser of incicdents ma chdneg 3t Seaich ciitoi 570

£niry mmcm WDl e D, BeSch ORL1 O L3 OFA4 OLS Edl Dukn

Verfisahon Rapct iR IR L b
20 AW OMO0T - 08 HZE0E (20 N 0Tl 3
20 SEIOMOME  NGMERN: (0 M@ PR . IS
Slans Trackng  EeETT I »

Submit Lkt
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Edit Incident will allow the user to modify or add any incident information such as

T L L e T .
# Depaitment of [ducalion

Loggged in a5

Edit incidant

Filpase reviaw anil make chanpas [ amyto the Incident. Click
uf Sludents linked to the incident.

Incidant Coda: |£"-;':-II.'I[IDEII.'!3!] FrcEerd Date MDD ||'_|!].-IE,-‘E‘C|I,'||1 El
Incident Division: | 080 - CHARLOTTE GO FELC 552’14.3 =
| 210 - CENTRAL BIDDLE ‘ I |

CEanse Coga 1 |I:|T= 'l

B Al SElec STudend” sbon toview a list

Add More Offgnses
Firpamm YWaapon Mon Fireamm Waapon Wielin i[l
Cousl ||:| Ceunt ||] Caunt
T hen cid fhe incidend take place |ﬂurmg the regular school dey _"_l
Subini et s sist e

Status Tracking

You may also view any student(s) attached to a specific incident. If you edit an incident,
the student linked to that incident might have to be modified. The Edit Image or the
Delete buttons allow the user to view the incident linked to the student.

- o
: “ " Daparimg

Edithdd Student Linked to Incident

SEWS Home

Inc. Dirlsiom: 020 - CHRRLOTTE (0 PBELL

Discipline Home Ine. Code: $610000035 SrHS School 290 - CENTRAL MIDDLE

Plaace click on e "Edd” image 10 modty ths studand oflensas for the comasponidiny/studant, Cick an the
B “Deeletet imvage o remove thie stwdent ioom the intidenl. (Please note thiat his will rimiina T Sludent
Troem e incalend, and pot from the studant record, @ you desea o modsy ihe studend record, please oo

o the “SearchEdil Delete Stadent™ Link on the et navgatson barh

Todal Stucends found m e Incidemt = 1
= (Stilent i Ensolied School EHt Deiate
| RECLT 10 CENTRAL MODLE | *

‘Aad Student Lo Ineident
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Incident Linked to Student Offender

If the user clicks on the Edit Ipage, the student offender for that incident opens to view
or modify. Notice, however, if yQu desire to change any data concerning the student not
the incident, the user must go to the gearch/Edit/Delete Student link. Y ou can add student
offenders to a specific incident at the Search/Edit/Delete Incident link provided the
student has been added to the stydent databése. Y ou can delete a student offender from

an incident.

Logged in 53
Edittddd Studsnt Linked to Incident
SSWSE Home ,
Ini:. CAAE A6 100MHIN3E Ire. Dbl glom: 020 - CHRRLOSJE C0 PELC SCHS School 210 - CENTRAL MIDDLE
Discipline Home Ve
&dd Inciden Ziick o e “San” image to sanee your changes for the selected s{udent or click oo (b “Back® hftan to

return o the =garch resuis scrgen, CHCK onthe "Dedata™ Ereane §i rsgme e shdant [rom ke Incilen,

ALE ppcis to IR e STUCBI ecord, Heass g tirough the ™5 ear chEdTIesae Suulent™ Lnk on the [eft
nandyation barp.

Tokal Students fmend in the Incrdend = 9

=5 Stuant I |Enroifiedl School b Dederte
AEE1TE [210 - CENTRAL MIDDLE = e
Sadent’ pEe1 o3 Sehool: 240 - CEMTRAL MIDDLE
DR O Gender: M Race: BLACK Grade: (2 Disability Code:  WR

Primary Cifense

Submit Data |':'T1 :J | Select Cﬂ'l-E"'I‘EE‘E_:l |EE|E'13 Ofanse 3_:_]
Das Aternate  Permanent |
Stanie Trackin e e e SuspendedExpelied Placemen Expulssorn
s L i
|2 - SHORT-TERM SUSPEMSION (OUT OF SCHOOL) =] [ ek .

Logout Mo & Mo

Notice that once you have clicked Edit Image connected to the student the incident data
opens. Theincident data may be edited at this point. The total number of offense codes
that the user may attach to the student has been reduced to three with the first offense
being the primary offense. All five offense codes are listed but only three may be
selected and linked to a student.

Addrass [#] hetps: r.l:a:o: kit ed.cduldscpknel sbodent do =] | Google - | =

B
Change Division k‘l* Code 4610000066 A T arc (R S UM RN 00 P Sthosl 210 - CENTRAL MIDDLE
i o ke TSave™ hmage b0 S-anes pousr for the or click on ike "Eack™ husbom t‘ﬂ
retelrm B Bhes mearch resuls soreen. Thas soreen will ook By (o mmamify offeases fhat g hena: pe
=8l i, ClHCK On thhe “THe1ata" Inamse 10 ramoes 1he Trotm he P ot that this bl ety
i Chiss StaicBeik Ir arim Thd incedeen, Snd Bot 07 oot The Stodent fecord. -:F.Ilj == i} 1k
= racorm, pAEaEs m0 Thrnagh the AR i rh Bl BT ISt sy,
o it the -2 -
Enrolled School [Ecia [Delerte
[210- cEnTRAL MIDDLE | = |
|210- cENTRAL MIDDLE |=F e
Ssigdnt REC125 Senoal 210 - CENTRAL MIDDLE
Geruter: Race: BLACE Goade: 02 Disability Cofe:  Moae

Hranss 2 HTEEEs 3
[Selact Ciense 2 =] [Select Cfense 3 =]
s AHernate  Permanent |
E Plac E & |

I— s es:
"’I L]
Plg: & R
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Upon the completion of modifying data, the user should save the changes. A confirm
essage appears stating that the changes have been made. |If the user desiresto add a
stuglent offender, click Add Student to Incident.

=]|Google-[ =l

Ao | potpef1eb0z. vokl2ed. edaldscne fsbadenic e\

20 - CHARLGTTE 00 PELC S0HS -

Ciingerd Sehood Year: 20N L o *’.:Iilrﬂ"-d"

partment nf [duratinng

Logged inas: Jowce Marlin

EdittAdd Student Linked te Incident
SSWS Home

Irec. Dibigion: 820 - CHARLOTTE OO PELC

Change Division EREER Rl SOHS School 240 - CENTRAL MIDOLE

Discipline Home o dhe “Edil™ imagpe 1o iodity e Spudent off for the ¢ pontling] student, CHck on the
; e o remoss (he stcterd Trom the ecidet. (Pleass nobe thag this will only remimee the studant

frauriibe in , amil fet IT oot (e Shudent recony. i wou desine to inodsy ihe studend recond, please go

§ thwough the archEdit Delete Student™ Link an e left navigatsan bar k.

s Siyilent "F0E40" has been s avell sUccessTull.

Todal Students fuund in ihe Inciden = 2

| [studet i Enealied Schont Jpan  elote
. [RECLES |10 cEMTRAL WIDDLE | |
[210 - CENTRAL MODLE ¥ | |

When you click Add Student to Incident, the Select/Add Student screen comes up which
allows the user to select the enrolled school and search for a particular student that is
within the existing student database. If the student is riot in the database, it cannot be
added at thislink. The user must go to the Search/Edlit/Delete/Incident link to add a
student to the student database before adding it to the incident.

020 - CHARL OTTE CO PBEBLC SCHS
":’///;/'—/ =T /'/_‘g’;;— '
Current School Year: 2004 o e i - -

Nepartment of Fducation

Logged in as: Joyce Martin

SelectfAdd Student

Please select an enrolled school for the specific incident. Click "Search™ button to search and add a
student or Click "Add New Student™ button to enter a new student.

School: 210 -

Inc. Code: 4610000066 Inc. Division: 020 - CHARL OTTE CO PBLC SCHS CEMTRAL MIDDLE
Student Type:  Student: & Mon Student: ¢ Unknown: ©
Enrolled Division: 020 - CHARLOTTE CO PBLC SCHS
Enrolled Schoal: Saelact 'l
Student Id: Last Mame: I
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When the user clicks the Seargh button, all the students that have incidents at a selected
enrolled school will appear. If you desire to add one of these students to the specific
incident that has been chosen, the user needs to click Select, and that students data will
ap| \

g,

fOppartment of [ducatinn

Legged in a5 Jimoe Marlin

% \ Schoal: 240 -
Inc. Codes 46 100R0GG Inc. DevEion ) - CHARLOTTE CO FELC SCHS CENTRAL MIDDLE
Hmlent Type:  Sudent & Mon Ssudenl: LiNkrsarwan:

Enrolled Dovizion 020 - CHARL OTTE CO PELC SCHY

Enrolled Schoal:  [210- CEMTRAL MDDLE =]
Sludent 1d | Las=1 Mara:
Cres | s iewe e
Total AECosds found = 20
Sxucerd ld Dade of Birch Gender  |Race Grade  |Disabily Code g
pELEG [ snaon o 2. pLACK Iua ol
DG T7T [nsrzan an M |3-BLACK !ue. Marsa ErS
| | | { |

Oppasrtment of [ducatinn

Logged in as: Joste Martin

Add Offense

Inc. Codec 4610000066 Inc. Division: 020 - CHARLOTTE CO PELC SCHY
Slucdant AECEEE Enrolled School: 240 - CENMTRAL MIDDLE

Sthook 210 - CENTRAL MIDDLE

Fleasa select the ndfenses dor e studend imoduesd incthe mcidant,

Prirmisny Cfsnss [El:ll:ll:l Frimisng D'Hr:-n:cE

Offenzs Code 2 | Seleci Ctiznse 2 =]

Offense Cade 3 [Select Otenze 3 =]

Final Sanction Code | Salac Fnal Sandion Code =
S [III

SuspendedEqpalled

Alarnaive Placermant  yas: ¢ pp

Fermarant Expulzion  yes  po:

[ € Back | Russt [ Keay)

DCV User Manual for Web Submission Data Collection 2004-2005 8



The Screen will return to Edit/Add Student Linked to Incident with an additional student
added to that particular incident. If at anytime the user desires to delete an student from
an incident, the user may use the Delete bytton attached to the student; however, this
does not delete the student from the database.

030 - CHARL OTTE OO PELC SCHS
2D W ’
urcey 4 #\ Department of Fducatinn

Logiged in as: Jowoe Marlia

Trosm the Encidend, arl mot Tros the student recor d. T wou desing 10 i ey (he student red please fo
throungh thie *SearchEdilDedele Stodest™ Link on the eft need gedion: bar o

ol I OU e R

Sxtuctent i Enrolied School Eiit
|pEe1233 0 |210- cERMTRALMIDDOE |[F =
DEPL 2 [210- cEMTRAL MIDDLE =¥ »

% T [200 - cEMTRAL MIDDLE =3 [

Ad Sty dent fo incident

Adding a Student

Y oI,

Cupis.Schocd Year: 209 # "~ Department of fducatinn

Loggad in s Joyce Marlin

‘Selectifidd Student

efarlles] schicol for the specic inclibent. Chok “Search™ buttorn to aearch anil aild a
2 Al Miewe Student™ Bntton to erier a new stedeod.

SSWS Home

Change Divisicn

Ing. Coszlon: D20 - CHARLGTTE GO PBLE SCHS g;:ﬁ:ﬁ',';hm
Dizcipline Home
Sluleait Types  Slydent Mon Stugent © Unkritream;
Ercelled Division 020 - CHARLOTTE C0 PELE SCHS
JEIE Ervcled Schonl: [Selec =l
Sl . Last Marne:

[ bt ] roset I s | asrewsusen |

Submit Data

us Tracking
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Fill in the student information boxes.
Click Add Offense Info.

..... 20 - ONRRLOTTE CO PRLC SCHS

G 3 i e e
Enrpxg Schoel Xeat: 209, “ " Department af Fduratinn

4

Loggad inas: Joyoe Marlin

Student Infermation

SSWS Home
sofe TR In¢. Cods: GEGGEEEEE e, DNEIon: D20 - CHARLOTTE CO PELC SCHE  Schook 210 . CENTRAL MIDDLE

Enrofad Sehonl: 210 . CENTRAL MIDDLE
Please enter the stulent details. ClNg on “Add CiMense Ihfo™ bartton 10 add ofenses o the student offenter.

Discipline Home e Gander [Setedt Gander =
Last Mame Xt Hame I

i Middle Wame: Drabe Sy Birthe (MBDCE I

Race: [GeleciFece =] oae [Select Grade =

Aee Disabilty Code. [ Selecs Disability Code =

(e e | vart | havormanive |

Change Divigion

Select the offenses for the student indicated in the incident.
Click Next when complete.

Curves Schuod Year: 2084 L & e

Loggead in as: Joyce Martin

SSWS Home

o e e In¢. Diwzion: 020 - CHARLOTTE COPBLC  Schodl 210 - CENTRAL
Change Divigion =
iR EL"I_'::"“ AT Mook, Enralled Schoal: 210 . CENTRAL MIDDLE
Dizeipline Horme
Please selact the olfanses 1orWe studeet ok inthe mriden,
B Pronan Offense [Seted Pr\an_.- OHense 7|
Final Sancion Code | Sedeat Final =

Days
= SuspendeciEspelled

Mlnalee Placement yeg: & jg &

Submit Diata

Status Tracking

i

Add Non-Student or Unknown Student

To add a non-student or unknown student to the database follow the following steps:

Either search for an existing incident by clicking the Search button then selecting
the correct incident, or click the Add Incident Link and add the incident.

When searching for an incident, click Edit image, and the selected incident will
appear.
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Click the Add Select Student button and all student associated with that incident
will appear.

Click the Add Student to Incident button, and Select/Add Student screen will
appear.

Sdlect the Non-Student or Unknown radial button.

Tapanmase ol | Eraisn
Lrgged n &z Brnda Hamleh

Flesrse sebech an S eled soiood fon e Spoeciio itk
skt o CRch “Aek] Hews STRE0 Bmno 10 @10 3 1ERN

e O 4681 GRRBOCNE e Dot b v B8 - CHATLGF NG

= Stmckesl Type!  Studart ManStudand O Lo et 3
Eraiehs i 0 ke 23 - THARLOTIE COFFRLE BLHS
Erpibag S hand 2#l- CEHTRAL RBIDDLE

& Fhireing Lagl Hame

G5 &8 B0

Sohool Bapodd

Lagoid

Click the Add New Student button and the incident will be linked to the non
student or the unknown student.

Sear ch/Edit/Dédlete Student Link

The Search/Edit/Delete Student link allows the user to view information concerning the

student. Y ou many/search for information that may already exist in the student database.
The user must enter the enrolled school before clicking Search.

020 - CHARI OTTE CO PBLC SCHS ,
E S b s y é
Current School Year: 2004 'f/”/f/ f-'/» A

Nepartment of Fducation

coggesgrassl ]

SearchiEditiDelete Student

SSWS Hotne Please enter the Search Criteria.

(84 gt-1ale M PIIFEI[<Tall Please select an enrolled school to search for a specific studerjt.

Disciplirie Home [Seaiepoyemmes 020 - CHARLOTTE CO PBLC SCHS

Enrolied Schoal [Select =

Jl studentio: |
Student Last Mame: I Student First Mame: I
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The search criteriawill bring up the students that have been entered in the Student
database. Click the Edit Image to modify the student data.

o e e N "_:::-";_-- e i Fa
Currem Schood Year: 21031 " " Drpartmens of fducation

Legged in as. Jowse Martin

S5WS Home

Flease salact an anrolles] schol 1o saarch for a specHlc shwyleal.
Enralled Covrsian: D20 - CHARLOTTE CO FELC SCHS
Ersolled School: IdEEI—Fl.I\HDDLPH HEREY SH HIGH =
A Slucdend o |
Bl Siudoralast Mame | Stucent Fast Marme
| Resel J Seann |

oy |otal Reconds found = 152 =
[Stualent 1 Dade of Birth Genger  Face |Grade  |Disabiiiy Coce

{222 l11man aas M j1-ELacK |oa PR =
|FTE [ are F |5 - T [11 {Mone ¥
porrT nInanans WM |3-ELAck [1= (I =

The screen that appears after the user has clicked the edit image will contain the student’s
profile information. This data may be edited on this screen. When edits are complete,
the user may Save changes, or the user may Delete the student from the database.
However if the student is linked to an incident, he/she cannot be deleted until all the
incidents linked\to the student are deleted. In order to delete the incident linked to the
student, the user must go to the Search/Edit/Delete Incident link.

A - CHARLOCNTE COPELC SCHS
T onen o ,
e S B
= Department of Fducatinn

Lopoed inas Joyce Martin

You can vevmolfy the stulent\etalls from here. CHCK oa “Saye™ luiton (o sawe changes. Click on "Delata
= g Sludenit™ barion 1o delele (e Trarm b sl recosd.
Change Djvigion

Sludent ld: o2z Candes [Hale -1
Dizgcipline Home
_L— Last Mame | First Hame: I

Midale Hame: | ale OF Birth (MDD [ozAnmass

e Race |3-BL.-1_I:r{ | Grae I12'Grﬂda12 -
Dissbiley Code: [Select Dizability Code * =]

& Back § Resst ) save [ Ooleto studont |

DCV User Manual for Web Submission Data Collection 2004-2005 12



After saving any new edits, the student information will be confirmed with a
confirmation message.

| = u )

020 - CHARI OTTE CO PBLC SCHS

T e 4
B N B =%
ChrientSchoolivear-2004 = Department of Fducarion

Logged in as: Joyce Martin

The Student Info has been saved Successfully

Stepsto Follow When Entering an Incident from another Division or_School
Note: The student’s enrolled school will record all incidents regardless of where the
incident occurred.

Enrolled school or enrolled division records data.

Click Add Incident link.

Type the incident code and date.

Open the drop menu for the Incident Division and highlight the division name.

Open the drop menu for the corresponding Incident School.

Select the appropriate offense codes.

If the offense codes require a victim count, nonfirearm confiscated or firearm

confiscated, fill in the appropriate boxes.

Select what time the incident took place.

Click Add/Select Student.

Either add a new student or search for a student.

Steps to Follow When Sear ching for an I ncident

Click Search/Edit/Delete Incident link.

Click the Search button (All incidents will appear or if not datais present it will state
No Data Available)

If datais available, click on the Edit Image. (Data associated with the incident will
appear except for the student information.)

Click the Add Select Student to find all students linked to that specific incident.
(Note: It is possible to have and incident that has not students linked to it.)

If the user desires to view the student information within the incident click the Edit
Image.

In order to edit the student information the user must to the Search/Edit/Delete
Student link.

Stepsto follow for Editing or Sear ching for a specific Student

Click the Search/Edit/Delete Student link

Select the enrolled school.

Click Search (all student within the database will come up.)

Click the Edit Image of the specific student that you desire to edit.
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Make all edits desired and click the Save button

If you desire to delete the student from the database, the user must delete the student
linked to the incident first. Second the incidents linked to that specific student must
be deleted before deleting the student.

Stepsto Follow for Deleting Student Linked to I ncident
NOTE: Before the user can delete an incident the student linked to that incident must be
deleted.

Click the link Search/Edit/Delete Incident.

Type in the incident number or click Search.

Click the Edit Image of the specific incident.

If astudent is linked to that incident, the user must go to the Search/Edit/Delete
Student link to delete the student.

Click the Add or Search Student button.

Click the Delete I mage that appears with the student ID this will delete the student
from the incident but not from the student database.

Click the Search/Edit/Delete Incident link.

Search for the incident or type in the incident number.

Click the Delete Image.

School Reporting Link

The school reporting link will allow each school within adivision to see their datain a
Spreadsheet layout. This can be a helpful tool to evaluate the “correctness’ of the data.

i et et Wirginia Department of Education Fope 1o

Office of Educational Information Management
2004 - 2003 School Level Discipline / Crime and Violence Data

023-CRAIG CO PELC SCHS FC-Firearms confisccated  MFC-Mon freanms confiscated  G-Gender
O011-CRAIG COUNTY HIGH Gr-Grade Sanc-Sanciion Days-MNumber of days suspended

Student |G. |Gr.| DOB Race |D|sah|l|h.'| Inc. l::-m:la| Inc. Data |HFC| FC [u'|c4|n1 o | arrz | [ |sann.|Days 'nnluemtDlvlalen 'mlau:n! Schoo

Division File Submission M ethod

Basic Process to follow for file Submission M ethod

This method will only be done at the division level. No school will be submitting afile
of data. This method will involve creating a tab delimited file with a header, record A
and arecord count at the end of the file. (See format on pages 32-34 of the User Guide).
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This method may be used as an onrgoing process of submission up to the final due date in
August. A tab delimited file may be submitted every month or every nine weeks. At the
very least the file should be submitted every semester. Thiswill alow for checks and
balances of all data. All datais entered in the division’s data collection system and all
datais corrected in the divisions data collection system.

In order for data to be evaluated for errors, each school may be given a user log on and
password by the account manager within the division that manages the DOE SSWS
system. After the tab delimited file has been submitted by a designated division person
and is successful, the schools may be notified and check their individual school’s data for
accuracy. If any edits are necessary, they MUST me made in the division’s data
collection system NOT DOE’s web application. This process may be done every nine
weeks or monthly.

Submitting File

File must be tab delimited format.
Long on to the SSWS and go to Student Discipline at the division level.
Select the correct year.

School Year: I 2004-2005 = l

Note: Af previous years Data are in read only mode.

nleted Data
Click the Submit Data link.
Browse for the file and click Submit.
If the file passes this phase, click the Status Tracking link. Submit Data
If there are any edit check errors, they must be corrected.

Verification Report
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When the file reads “ Successful” or “Warnings-Successful,” the individual
schools will be able to generate their report and check for errors.

\SMF File Type \Upload Status File Upload Date

IDISCIPLM Wiarnings - Successful 02/13/2004 01:47 PM
IDISCIPLM Failed 02/13/2004 01:29 PM
IDISCIPLM Failed 02/13/2004 01:22 PM
IDISCIPLM |Successful \09/08/2003 09:06 AM
IDISCIPLM Failed 09/04/2003 01:27 P

Unlike previoudly, clicking on the link * Successful” or “Warnings-Successful”
will not generate a verification report with a signature page. Instead it will
generate the report with a notification page that requests for the user to review the
report for accuracy.

Oictober 37 2004 11:28 AN Virginia Department of Education Page 1 of 40
Office of Educational information Management
2004 - 2005 Discipline / Crime and Violence Verification

o FROM - Descipline, Crime and Wiodence
Reporting Team
Phone Phone : (804} 225-2066

i Fax :{B04)371-23078

SUBJECT : Verification Report - Student Discipline 2004 - 2005

Flease review the attached reports for accuracy. This report represent summaries of the Discipline, Crime and VWiclence data submission at
this time.

Prior to printing & Final Verification Repart for the Superintendent's signature, you should go to the "Completed Data Entry'" screen and verify
that you have entered data for 1st sememster, 2nd semester, summer school and centers if applicable.

Thank you.

After the data has been verified and corrected, the link Completed
Data Entry may be clicked and aform will appear with questions that
must be answered before the verification report with the signature page
will be generated.

Editi ng Submitted Data Statls Tr::_‘] C |--| [

At the division level, a verification report may be generated at any time by
going to the link Verification Report. This report will appear without a
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signature page. It may be generated after each submission (i.e. every nine weeks) to
check for errors. Any modifications must be made in the division’s data collection
system. When resubmitting the data, the new file will overwrite the previous file.

Final submission of Data

Final submission of data will involve an entire year of data and based on the start date
that is given by your division in the web School and Staff Application. The data includes
the entire school year, all summer school, and all Regional Center data. When all data
has been completed, the steward of the datawill go to the link Completed Data Entry and
complete the questions. If all information is complete and the questiofs are answered
with yes or NA appropriately, the document is saved by clicking thé Save button. This
will notify the division that a final verification report with the signature page will be
generated and the window will be locked.

Completed Data Entry

Please answer the following questions to complete your data entry through the DCW weh application. Yo
will be able to sign off the verification report only if none of the answers below is a "Ho™.

1. Have you entered Data for first semester? ves € Mo ¥
2. Hawve you entered Data for second semester? vasg € Mo %
= 5 Have you entered Surmmer School Data? ves 7 Mo (% g
4. Have you entered Data for regional and divizional centers? ves 0 Mo 8 pa O
& Back
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